HoOwW TO VIEW EOPF DOCUMENTS USING A MAC

Steps for viewing documents using a Safari browser
* From the eOPF Main Menu click on “My eOPF” as shown
Below l
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Introduction:

The eOPF System contains elecronic coples. of the doouments that make up your
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Legost created, a5 many of thase dooumants have not bien scanned in yet. If you have
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OPM Wab Page...
User Info:

Emai DomnAfixys com
Emergercy Dats lnd vpdated or: 1112000

The only way to view document in eOPF using Safari or Firefox is to change your
Preference Setting to “Assistive Technology view”. To change the settings:
e From the main menu click “My profile”

""Help | FAQ | Home

My eDPF
TEE
My Profile

Welcome to the eOPF System
Introduction:

Print Status
The eOPF System contains electronic copies of the documents that make up your

Official Personnel File. Your eOPF may not contain copies of all documents that were
created, as many of these documents have not been scanned in yet. If you have
questions concerning the technical aspects of the eOPF, email the eOPF
administrator at eopfadmin@opm.gov. Please note this training database will be
reset to the original default settings daily (except on weekends), at the close of
business.

Questicns concerning specific personnel actions should be sent to the appropriate
HR representative.

OPM Web Page...
User Info:

Email: DolanA@xyz.com
Emergency Data last updated on:11/2000

From the top menu item, click on the “General Preferences” tab

e Scroll down to the bottom of the page, then select the “yes” radio button to
the right of “Are you using Assistive Technology”

e Click apply to save changes
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You will get the message that “user Preference settings updated.

https:/ /eopf.nbc.gov

User Preference settings updated.
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e Select ok and you will get the confirmation that the user preference settings
are updated.
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User Preference sottings updatoed.

Number of Rows per Page (Display): | 20

(¥ Dispiny S5N column with Foider results
‘Seloct Results Display (Folder): ] Dimpalay st Marnm colurnn with Foldor it
[ Display First Name column with Folder resutts

[ setect AN
Seloct Dafault Folder sides: | | Temporary Folder Side || Performance Folder Side [_| Overseas Foider Side [

[ Parmanant Folder Side

Soluct Dofault Swarch Option (Forms): | (=) Common Forms (AN Forme () Agency Forms

[ Display Form Number column with Document results
|| Crinpiny Form O ‘erdumn with 0 him
[ Dispiay Type O column with D resuits
(/] Display NOA Goda 1 ealumn with Document resiits
Balact Reaults Display (Dasumant): IZ Display MOM Code 2 column with Document results

L_| Dispiay Side by Side column with Documant roauits.

¥ Display Create Date column with Document resuits

[+ Diapiny Foldar Sida eaiumn with Dacumant rosuita

Ars you using assistive wchnology? =
(ux: Scroen Reader)| Mo (D ves

HR SAID/User Guide/eOPF



HoOwW TO VIEW EOPF DOCUMENTS USING A MAC

e Result: A page showing your expanded eOPF folder displays with documents
listed in chronological order by effective date.
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e Locate the document that you want to view then click the icon below the

“View” column
e The file will be in your download folder location.
e Locate the pdf file and open it

E| ViewPDF-4.pdf {page 1 of 2}

o < ¥ ® o
Standard Form 50
Rev 7/91 NOTIFICATION OF PERSONNEL ACTION
U.S. Office of Personnel Managemeat
Guide 10 Processing Pegsonnel Actions, Chapter 4

I & 7 3. Dase of Birth 4, Effective Date
03-20-1978 01-15-2004
S-A.Code | 5-B. Manwe of Action = &-A Code B, Nawre of Action
210 F-1150/HHS-510/Prior Y1
i Leave
5.C. Code | 5-D. Legal Authority 6-C. Code &D. Legal Authodity
5. Code | 5. Legal Authority &E Code F. Logal Autbority
7 FRONT: Fositon Tite svd s T3, TO: Position Title snd
istant (Rel::rmt &Placement) HR Assistant (Recnnt &Placement)
PD 02Pl 56 Position: 00087999 PD:02P156 Position: 00087999
8.1 9.0¢ce. CD |DOIWL A 12.Tot. Salary 13.Pay Basis |‘.P.yr 17.0ce. CD |mﬂ| 19 Step/Rat: 20.Tot. Salary/Award | 21.Pay Basi:
TBE™ | 656 - ’5’“"‘| §31 03704 FA "l 0203 3 ST 000 | TUTBATY
12A. Basis P 125, Losality A T2h Ceher oy | 208 B iy Ad | Basic Pay | 20D. Other Pa:
$25,174.00 $1.513.00 | $31,087.08 | $79,174.00 | smu.o&l $31,087.08 L 50
T4, Name and Location of Position’s Organization 22 Mame and Location of Position’s Organization
Su Center rt Center
Bswin St . P S Ot
Division Of Personnel Operatlons Division Of Personnel Operations
EMPLOYEE DATA .
. Vetorans Preforence 24 r.-n ncy Use F6.Vsterans Proforsrs for RIF
1-None 3-10 s-10 B 0-Noae 2-Conditional
; 2.5 Point. 4-10 Point/Ce 5-10 Paint'Cy 2 i YES NO
] 25 Annuitant Indicator Rate Dommum:
0| ‘Basie Only o Not Appli 6_| Special Rate
Retiroment Plan 1. Bervice Comp. Daie (Leave) 32 Work Schedule “Time Hours Per Biwstkly
Pay Period
FERS and FI =1 F Full Time
37. Burgaining Unit Statas
8888
PAR
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Steps for Viewing Documents using Firefox browser

Similar to Safari, in order to view documents in eOPF using Firefox you need to change
your Preference Setting to “Assistive Technology view”.

To change the settings, from the main menu click “My profile”

* From the top menu item, click on the “General Preferences” tab

e Scroll down to the bottom of the page, and then select the “yes” radio button
to the right of “Are you using Assistive Technology”

e Click apply to save changes
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You will get the message that general preference stings are updated
My Profile — CGeneral Preferences

The page at https://eopfl.nbc.gov says:

User Preference settings updated.
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e Click ok, then you will get confirmation of the updates

Change Email Char'_'ge Eacurioy

el AU Preferences - General Preferences :
—

My Profile
Purpose: This feature allows you set your preferences whenever you login to eOPF. Choose the settings that y

Print Status

User Preference settings updated.

Logout

Number of Rows per Page (Display): | 20

¥ Display SSN column with Folder results
+ Display Last Mame column with Folder results
[+ Display First Name column with Foider results

Select Results Display (Folder):

[ Select All
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| Display Form Description column with Document results
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E Display NOA Code 1 column with Document results

Select Results Display (Document): | ¥ Display NOA Code 2 column with Document results

[ Display Side by Side column with Document results

| Display Greate Date column with Document resuits

) Display Folder Side column with Document results.

[ Display Exception Comment column with Document results
[ Display Print column with Document results

O ne @ ves

‘Are you using assistive technology 7|
(ex: Screen Reader)

e Click the ‘My eOPF’ button on the left hand corner menu
e Result: A page showing your expanded eOPF folder displays with documents
listed in chronological order by effective date.

My eOPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF My eOPF: ALEX DOLAN
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Print Status
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Clip Folder | Emergency Data| Show All Dacs |SSN Latest Eff. Date #0 1D Crg Cade Activity Code
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e Locate the document that you want to view then click the
“View” column

icon below the

e An acrobat dialog box pops up with the option to open or save as shown

below displays

e Select the “Open with” option then click “Ok” to view the document

= Opening ViewPDF.pdf

You have chosen o opeaen

[=] viewPDF.pdf
which is a: Prewview Document
from: hirps:/ feopfl.nbc.gow

What should Firefox do with this file?

=) Open with | Preview (default)

) Sawve File

| Do this automatically for files like this from now on.

{ Cancel 1

e The document opens up as shown below
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Standard Form 50

Rev7/91 NOTIFICATION OF PERSONNEL ACTION
U.S. Office of Personnel Management
Guide to. Actions, Chapter 4
. | 3. Date of Birth 4. Effective Date
mﬂ 03-20-1978 01-15-2004
5-A.Code | 5-B. Nature of Action 3. Naruse of Action
910 SF-1150/HHS-510/Prior Yt
Restored Leave
5-C.Code | 5-D. Legal Authority 6-C. Code &D. Legal Autharity
5-E. Code | 5-F.Legal Authority €E Code &F. Legal Authority
7. FROM: Position Title and Number 15. TO: Position Title and Mam!
HR Assistant {(Recruit &P]acement) HR Assistant (Rccrull &Placement)
PD: 02P156 Position: 00087999 PD: 02P156 Position: 00087999
&Pay Plan | 9.0cc.CD [ 10, omw.vl 11.5tep/Rate | 12.Tot. Salary | 13.Pay Basis | |6.Pay Plan| 17.0¢¢. CD | I8.Ged/Lvi | 19.Step/Rate | 20.Tot. Salary/Award | 21.Pay Basis
s | *0%0s S 13T 087 04 PA | GS "'l 0203 | 06 I 2 $31,087.00
12A. Basic 12B. Locality Adj. Adj. Basic Pay | 12D. Other Pay meym 20C. Adj. Basic Pay | 20D, Other Pay
$29, 174 00 $1,913.00 $31 087.00| $0 829 174.00 | $1,913 Dd—l $31,087.00 $0
M Name and Loaﬂon of Position's Organization 22. Name and Location of Position’s Organization
Program Support Center Pmmm Support Center
Human Resources Service Resources Service
Division Of Personnel Operations Dmsncm Of Personnel Operations

[EMPLOYEE DATA

END
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23, Velerans Preference | 24, Tenure ncy Use 26, Veterans Preference for RIF
1-None 3-10 Point/Disability 5-10 Point/Other | 0-None 2-Conditional
1_|2:5Point 410 PoiniC: bl £:10 Polat/Compensable/30% 12 B Jlndefinite YES X Ino |
L1 28. Annuitant [ndicator _H__ET Rate Determinant
Basic Only | 9 | NotApplicable 6_| Special Rate
Retiremant Plan 31. Service Comp. Date (Leave) | 32. Work Schedule _H‘jT‘h-Tlme Hours Per Biweckly
ll Pay Period
FERS nm:kFICA 10-07-1998 LF Full Time
ition Oocupied A Category 36. Appeopriation Code 37, Burgaining Unit Status
1-Competitive Service 3-SES Genernl | B-Bxempt
-Bxeey 4 sory y N 4 520 8888
38, Duty Station Code 39, Duty Station  (City-County-State or Overseas Location)
1
40, Agency Data ITH 42, 43, I a4,





